CHAPTER 12 PRECINCT CANVASS — CLOSING THE POLLS

TABLE OF CONTENTS

Public Access to Precinct Results after POIlS CIOSE .......ccueiiiiiiieiieieeeee e 1
Procedure fOr ClOSING the POIIS.........cv ittt ettt ettt ss et e e e e e eseereeteste st saesae s 2
Processing Absent Voter Ballots - FalSe REAUS......ccccvve e eeiiceee ettt st ees e e e st e sneees 11
Determining the Validity of Optical Scan Ballot Markings .........ccccueeeeiiieiiiriiiiee e 12
Optical Scan Systems Employing Arrow Target Ar€as ......cccuuieeieeeieicciriieeeeeeeeseservrreeeeeeseesenrsseseesesesennnns 13
Examples of “false read” situations requiring duplication of the ballot: ..........cceocvveeiiiiiiiie e, 14
D IUT o] 1ot 1A TqY = 2 1= 1 o) S SERE 16
Precinct RECONCIHIAtION STEPS.....uiiii it e e e et e e s st e e e e sare e e e s entaeeeessaeeeas 17
Ballot Container SEaliNg ProCEAUIES .........uuviiiiiiee e e e e e e e e e e e s e s enatre e e e e e e e sennnnnneens 18
Proper Use Of EIECHION SEAIS ......ueiie e et e e e tae e e e e ar e e e e s earaeeeeennnaeeas 20
Establishment and Use of Receiving Boards Mandatory........ccceecuueeeerciiere e e 21

PuBLIC ACCESS TO PRECINCT RESULTS AFTER POLLS CLOSE: Michigan election law,

MCL 168.807, stipulates that as soon as the precinct board has obtained the precinct’s vote totals after
the polls have closed, the results must be made available to any interested person who may be present
in the polling place. Michigan election law, MCL 168.801, further provides that at least one door to the
polling place must remain open during the closing of the polls and the generation of the precinct’s vote
totals.

The polls must remain open for voting until 8:00 p.m. It is the duty of the precinct chairperson to
publicly announce the closing of the polls by declaring, “The polls are now closed.” Every voter
standing in line at 8:00 p.m. must be permitted to vote. The doors to the polling place must remain
unlocked. Persons observing the closing of the polls may not enter the processing area and must
conduct themselves in an orderly manner. The board may clear the polls if necessary to assure the
orderly completion of the precinct’s records.
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PROCEDURE FOR CLOSING THE POLLS:

1)

2)

3)

4)

5)

6)

7)

Verify that all valid absent voter ballots have been tabulated (if absent voter ballots are
processed in the precinct).

Check auxiliary bin and accurately duplicate and tabulate any ballots requiring duplication. (See:
“Duplicating Ballots” below for additional information.)

Verify that the number of ballots tabulated equals the number of voters according to the Poll
Book. (NOTE: If these totals do not agree, refer to instructions provided under “Precinct
Reconciliation Steps” below.)

WE CERTIFY THE FOLLOWING:

CERTIFICATE OF ELECTION INSPECTORS

" AT THE CLOSE OF THE POLLS (Excep! as noled on the Remarks Page of this Poll Book) 5 O %,

Generate the totals tapes. (A minimum of 3 copies will be needed.)

Verify that all valid write-in votes have been tallied in the Poll Book and the totals recorded on
the Statement of Votes.

|ll

Verify that all provisional “envelope” ballot issued, if any, were properly recorded, identified

and sealed in provisional ballot security envelopes.

Verify that the tabulator totals tape and proposal language are attached to the appropriate
copies of the Statement of Votes.
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ATTACH PRECINCT TABLULATOR ENTER OR ATTACH PROPOSAL LANOUAGE HERE.
STATEMENT OF VOTES TAFE HERE.
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Complete the Ballot Summary.

BALLOT SUMMARY
NUMBER OF BALLOTS DELIVERED TO PRECINCT: NUMBER OF BALLOTS AT THE CLOSE OF THE POLLS:

A. Mumber of official ballots delivered to D. '{:’:ﬁg:raﬁl ﬁ'mgﬁ;ﬂﬁd&ms“ 4 in precinct): & Ob
inct: S8 : gl
precinct: (Do mol n:du:la absent votar ballots) E. Number of absent voter baliot envelopes defivered
(400 ™ | )= HOO o precinct which did not contain a ballot:
Ending No. “Starting No. T 7777 E Mumber of ballots reissued 1o voters who spoiled
their ballot at the polling place (spoited or defective ,- "'f
ballots for which a new ballol was issued and tabulated):
G. Mumber of ballols used by election inspectors for

B. Mumber of absent voter ballot return envelopes ballot duplications: ——— -
delivered to precinct for processing: H. Number of PROVISIONAL “envelope®
{Enter 0 it absent voter ballots not ’7 g ballots issued: A

processed inprecinety 0 P ¥ . Numher of UNUSED BﬂLLDTS {e:ﬂess haluts}

400 | ™*[349 ],

Mo. of

SaL

P !Jnu B.ll:lo'tl Unu Ballols
C. Total of Lines A & B: = cf’}‘g J. Totalof Lines D, E, F, G,Hand I: =|_¢f_78
THESE TOTALS MUST AGREE A

CHECK YOUR TOTALS! THE TOTAL RECORDED ON LINE C MUST EQUAL THE TOTAL RECORDED ON LINE J.
IF THESE TOTALS DO NOT AGREE, PLEASE EXPLAIN THE REASON IN THE REMARKS SECTION OF THIS POLL BOOK.
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9) Secure ballots in approved container and record the seal number on the ballot container
certificate, the Statement of Votes, and the Poll Book. Ensure that the seal number is attested
to by two inspectors representing different political parties.

Materials that are secured in the approved ballot container include:

e Used (voted) ballots

e Unused ballots

e Spoiled and Defective Ballots Envelope

e Original Ballots for Which Duplicates Were Made Envelope

10) Complete the Certificate of Election Inspectors (multiple formats available).
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ELECTION OFFICIALS’ MANUAL

Michigan Bureau of Elections
Chapter 12, Updated January 2014

CERTIFICATE OF ELECTION INSPECTORS

WE CERTIFY THE FOLLOWNG:
o AT THE CLOSE OF THE POLLS (fwowpt an soted 50 S Pamuss Page of S Poll Sook)
T tumbor of wrltrs SS0orSag 10 Pws Pl Book & Onchute shonnt woter Dallihy ¥ grocesind I prwnety _7.
L GEThe o of balats St daied 5 3
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G2 Vertad 1t o provisond “envetope’ DS e, € Ay, W peopady Iconded, kiertled and sealed n provisional Beicl

Vorfed Tt e LRalanns et 5 voled L ] Eotsl ANQUage Ae E2achad 13 he scoripe als copeos

NUMDER OF BALLOTS DELIVERED TO PREONCT: NURDER OF BALLOTS AT THE CLOSE OF THE POLLS:
A Nuvter of oo ety Selvesnd ) O, Nurvder of afiots Talwisted: 906
RCNE (D et e somont vl ot (hade stmand vorw Dalom & pracesued o peoncy ).
£ MNumber of st voler DAt Srvaiiges Onered
(HO0 ™" | ) au. 400 1 2ot which B¢ rot Coreen b Batl Rk © 357

F. Number of Safion seased 1 volers whS soodod
Do balicf of e PORNg pRce aooked o deledve "/
B0 1o WY & e Daflot man maund e abuivnd)
G NumOor of balohs Laed Dy shatuon Repacion for 5
B Nunter of sbeent votar bafic! Ieturm envelopen et Sk b —
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qoo ] ™ (349, . S
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mmmuumwmmcwmmwmum;

Qﬁmmn”wmduh—vd
Blection impecion, certily hat &I haficts Laed and urused) oxcept sowsiose Balons e

wirn roparly senied i o0 aportesd BALLOT STORADE CONTANER by s¥dng saal lmm___l

. mwwmuummwmmmm ord )
T LEDAMCE & Wk DrOparty Madbed I AN aproved STORADE CONTANIR by sthdng sead | NC)

‘-umurmmmmmu

AL WSPECTORS PRESENT AT THE CLOGE OF THE POLLS MUST SIGN SELOW
(Any agaciars Laaving Poar 19 D Chobn of the Polie st mabs & Motation i the Remarcs Section of tvs Poll Book)

11) Complete the Statement of Votes and prepare for return (multiple formats available). A
minimum of 3 copies will be needed for most elections.

A Statement of Votes consists of the following 5 elements:

e Total number of votes received by each candidate whose name is printed on the ballot and
total “Yes” and “No” vote cast on proposals (Total Tape).
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Total number of votes received by declared write-in candidates.
Number of seal used to seal the ballot container and seal certification signed by two
election inspectors representing different political parties.

Full text of any proposals that appear on the ballot.

Certification signed by all members of the board of election inspectors present at the close

of the polls.
OPTICAL SCAN STATEMENT OF VOTES
WARDPRICINGT: | JURIS DI TION: ﬁﬁ-ﬂE — o DATEOFELECTION: ‘”.'"r?."t'?
Ll DECLARED WRITE-IN CANDIDATE INFORMATION 2 BALLOT SUMMARY
e o ot temates botst i v ity e Wil CERTIFY THE FOLLOWING:
DECLARNED WRITE-N CANDIDATES TOTAL WRITEAN HNUMBER OF BALLOTS DELIVERED TO PRECIMCT:
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omos _Tinp £ ler - ray _ LXK -
i F. Number of bales ressued 10 votars wha scobed thei 2
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omee _Twpiflerk, ey Dem__ 6. Hurmberof s used by section rapecions b ball 5] E
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ormen “".:P_L _Nﬂr.li:lf |'I H, Ngmsar of PROVISIONAL “srvelops” Baloty itdusd E :
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M—Jii] r-""-;f-l'ﬂ?' f ﬁ
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Hema — CHECK VOUW TOTALS! THE TOTAL RECORDED ON LINE C MUST EQUAL THE
omes __ Forty TOTAL AECORDED ON LINE J. IF THESE TOTALS DO MOT AGREE, PLEASE
— EXPLAIN THE REASON IN THE REMARKS SECTION OF THIS POLL BOGK,
T . BETACH AND PLACE IN ENVELORE NO. 2 TO BOARD OF CANVASSERS
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OPTICAL SCAN STATEMENT OF VOTES (co

Ao ME oure oF euecions__ 11/ 7 07

CERTIFICATE OF ELECTION INSPFECTORS F
By aigning Eslow: we, the undersigned members of the Board of Elsclion nspecions,
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12) Prepare the special envelopes for return.
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Envelope #1 (Addressed to County Clerk) contains:

Poll Book

Statement of Votes (1 copy)
QVF Precinct List (if required)
List of Delegates Elected (Even numbered year primary elections only)

WOTE YO SVAFECTING Thin Gt Shoust 30 Sy sasbod with o fruc Oumamad Sanl whivh haw e Seaperty sompreted ant iiased by e Iapecmre

PLACE IN THIS
ENVELOPE

v ONE (1) POLL BOOK

t—3 T 1D Sl
v/ ONE (1) UST OF DELEGATES ELECTED
/' QVF - LIST OF VOTERS ¥ Ruquicedt

ErT——

— —

CLEM S RECORD ONLY
DESTROY AFTER
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Envelope #2 (Addressed to Board of County Canvassers):

Statement of Votes (one copy)

PRTE I PR SR IOrS Trg [ rembo s i ey ke et B o] T wih s iy Do iy [ ] ] T 4 Dy e ey

PLACE IN THIS DESTROV AFTER
ENVELOPE =

v’ ONE [1) STATEMENT OF VOTES

TO: ___ BOARD OF CANVASSERS

==

Envelope #3 (Addressed to Local Clerk):

Statement of Votes (one copy with zero tape attached)
AutoMARK Test Ballot

Applications to Vote on spindle

Address Change forms

Authorization to Cancel forms

Notes regarding Election Day activities

Precinct Delegate Write-in Declaration of Intent forms
QVF Precinct List (if required)
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PLACE IN THIS SESTROY AFTER
ENVELOPE —

v/ ONE (1) STATEMENT OF VOTES
> At Yt Pt L

g

V' APPLICATIONS TO VOTE
v/ ZERO TOTALS YAPE

——

—-—

TO: LOCAL CLERK

EIIEEEEITETEEE T D S I S S .

AV Envelope (Addressed to Local Clerk):

e Absentee Ballot Applications to Vote (top section)

e Absentee Ballot Return Envelopes

e Absentee Ballots surrendered by voters who voted in person

P i ! b ey S S, PR e i A s e e S 4 e ] et g P g

PLACE IN THIS EETIRIT AFTER, il
ENYVELOPE Auv. | — = —

#  ABSENT YOTER APPLICATRONS

" ABSENT VOTOR ENVELOPES
o et

o

LIST OF ANSENT VOTIRS

TO: LOCAL CLERK

Provisional Ballot Storage Envelope (Addressed to Local Clerk):
e Provisional Ballot Security Envelopes containing Provisional Envelope Ballots
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e Completed Four-Step Provisional Ballot forms

PLACE IN THIS EnvieLorE  PROVISIONAL BALLOT
TR e e —— STORAGE ENVELOPE
Provisional Ballot Instruction Forms

Voter Registration Applications
Provigionasl Ballot Security Envelopoes

Tmm o (Lmotion|

.E:r...'b-m\.p_vw-ﬂ:-m.u-hq

T (P

TO: LOCAL CLERK

13) Special envelopes and ballot containers delivered to local clerk or Receiving Board by two
inspectors of different political parties.

PROCESSING ABSENT VOTER BALLOTS - FALSE READS: A “false read” is a term used to

describe any situation where the tabulator rejects a ballot due to a “crossover vote” in a partisan
primary or an “over vote” and the crossover vote or over vote was caused by 1) a correction (such as
an erasure) 2) a stray mark that the tabulator identified as a vote or 3) an invalid write-in vote. Ballots
rejected as blank may also be the result of a “false read” if a voter has made an improper mark or used
an improper marking tool. Given the potential for “false reads,” it is important that all absent voter
ballots rejected by the tabulator be visually inspected to verify the reason for the rejection. If it is
determined that the rejection was due to a “false read,” the ballot must be duplicated. When
duplicating the ballot, the stray mark, correction or invalid write-in vote must be eliminated to ensure
the proper tabulation of all valid votes on the ballot.
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DETERMINING THE VALIDITY OF OPTICAL SCAN BALLOT MARKINGS

Optical Scan Systems Employing Oval Target Areas
Valid markings: Each of the examples provided below is a valid vote as there is a mark within the
“predefined target area” for casting a vote.

O >
Cog=0

Invalid markings: Each of the examples provided below is an invalid vote as a mark does not appear
within the “predefined target area” designated for casting a vote.

Corrections: A correction that causes a “false” tabulator read does not count as a valid vote.

Count for top position only Counts for top position only
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Stray Marks: A stray mark made within a “predefined target area” is not a valid vote. In determining
whether a mark within a “predefined target area” is a stray mark, the board of canvassers or election
official (or board of election inspectors, when visually inspecting an absentee ballot rejected by the
tabulator) shall compare the mark with other marks appearing on the ballot.

Candidate A @
Candidate B
Candidate C ©

Counts for top two positions only

OPTICAL SCAN SYSTEMS EMPLOYING ARROW TARGET AREAS

Valid markings: Each of the examples provided below is a valid vote as there is a mark within the
“predefined target area” for casting a vote.

«—ng . e X'y
<« g <« -y

Invalid markings: Each of the examples provided below is an invalid vote as a mark does not appear
within the “predefined target area” designated for casting a vote.

Nes
@ - « =
x €« g -
L

Corrections: A correction that causes a “false” tabulator read does not count as a valid vote.

L = isine v o

Counts for top position only Counts for top position only
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Stray Marks: A stray mark made within a “predefined target area” is not a valid vote. In determining
whether a mark within a “predefined target area” is a stray mark, the board of canvassers or election
official (or board of election inspectors, when visually inspecting an absentee ballot rejected by the
tabulator) shall compare the mark with other marks appearing on the ballot.

Candidate A  <f@——milf]
Candidate B <«ff——mg]
Candidate C ‘ . -

Counts for top two positions only

EXAMPLES OF “FALSE READ” SITUATIONS REQUIRING DUPLICATION OF THE
BALLOT:

False “overvote” created by ballot correction

False Overvote -
Ballot Correction

Properly Duplicated

GOVERNOR AND L‘IEUHAH
GOVERNOR

DICK POSTHUMUS
LOREN BENMNETT

GOVERNOR AND LIEUTEMANT
GOVERMNOR
! Vole for nod mone than ONE) I,

[REPUBLICAH

| JENNIFER M. GRANHOLM i

SOHN D CHERRY, JR.
MSHEHATIC
[ CHMIGLAS CAMPRELL <
L

ALWIAMNA BUCHARROTI
EEM

JOSEPH M PILCHAK o
CLAFA T, PILCHAK
WS TAUPAYERS

|  ——

GOVERMOR
ARD
LUEUTERANT GONERMNOR
‘ot For b Vo Than OME [1)

DSCK POSTHUMUS
LOREN EENMETT

(Wabe far not mone than ONE)
DCe POSTHURMUS Lo}
LOREN BEMMETT -
JREPUSL AN

JENNIFER M. GRANHGLM -
SO O CHERRY, JR.
CEMOCIATIC

DOUGLAS CAMPBELL <
ADABAKNNA BUOHARRCOT
GREEN

JOEEPH M PILCHAK
CLARA C. PILCHARK
LS TAXPAYERS

Ll

JERMIFER M. GRAMHOLM
A—
JOHM D. CHERSTY, .

Dﬂli‘m CAIP!B_L_h -
AR
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False “overvote” created by invalid write-in

False Overvote —
Imvalid Write-Im

STATE SENATOR
10th DISTRICT
(Wote for not mores than OMNE)

STEVE RICE
REPUSLUICAN -

MICHAEL SWITALSKI ]
DEMOCRATIC —

SCOTT W, ALLEN L
LIS ERTARLAN

CARCLYMN CELETTL <>
S PARTY AFFILLATION

M icke};e_"f‘d TS e -

o Num FamuunTMnmEpE
B ——— g
T REPUBLICAN

MIKE SHESTERKIN
M S AT ab e

Mickey Mousée- d————m

ml-‘_"uncmm: i - 1

False “crossover” vote created by ballot correction

False Crossover Vote -
Ballot Correction

1 — —
| SN REPUBLICANPARTY | " DEMOCRATIC PARTY
i |
STATE i STATE
| GOVERNOR GOVERNOR
v o e wrw T CRE | ot bon ! P S|
| orxposmasns | LS | BLANGHARD *
| J0HM JOE SCHNARZ = | DMIDE. BOKIOR
JENNFER 1. GRANHOU
-
T .
CONGRESIIONAL
[ P Soicezora

_Vily o ol e e

Vet bor i iy
mcnmmumsH

JAMES J BLAJEHMD
IJAM'DE.BDHDH- -l
JENNFER W GHANHOLH g g
- -

- |

Properly Duplicated

T STATE SENATOR
10th DISTRMKCT
ole for not more than ONE)

STEWVE RICE w_—
EPUrALICARN

MICHAEZL SWITALSKI <
ERTHCRATIC
BECOTTW. ALLEMN

LI BESTARLAN

L —
1 CARDILYWN CELETTI o
MO PARTY AFFILLATION

a—]

P ST Tl Tl

REPRESENTATIVE
[N STATE LEGISLATURE 1
19TH DESTRICT
Wizsa For Mol Mo Than OKE (1]
JOHN

R PASTOR Al

A -
Properly Duplicated
' T 3
£ REPUBLICAN PARTY P EMOCRATIC PAATY
l - SECTION
STATE [ STATE
I covermon | | GOVERNOR
T tod ol rm TR o ol oy P IR

| DHCK POSTHAMLS | ANES ) BLAMCHARD
JOHN JOE SCHWARZ = | DAVIDE BOMIGR
| JENHIPER M. GRARHOLM
| emp——— L -
CONGRESSIDNAL.

it T ——

G
ﬁ DEMOCRATIC PARTY

Vgl B ol e W SE
FELTERN m_

" DAV E, BOHIGR g
JEMNIFER M. GRANHOLM g
-
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False “crossover” vote created by invalid write-in

False Crossover Vote -

Invalid Write-In

Properly Duplicated
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DUPLICATING BALLOTS:

Exception: If the duplication of absent voter ballots will be carried out at an absent voter counting
board precinct, ballots may be duplicated and tabulated throughout Election Day; it is not necessary to
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Ballots may not be duplicated until after the close of the polls.

wait until after the close of the polls to begin the duplication process.
The procedures for duplicating ballots are detailed below:

e After identifying the ballots which must be duplicated, count out an equal number of unused
ballots. At the top of the first “original” ballot to be duplicated write “1”; at the top of the blank
ballot that will be used to create the “duplicate” write “Dup 1.”
system for the remaining ballots which must be duplicated, e.g.: “2”

e Duplicate the ballots using a reader-checker process with two election workers who have
expressed different political party preferences. One election worker calls the valid votes from the

_ IIDup 2H; 113H _

“original” ballot as the second election worker records the votes to the “duplicate” ballot.
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After completing the duplication process, the election workers who handled the procedure must

verify that:

1) the “original” ballot is labeled at the top with a number “1” and the corresponding “duplicate”
ballot is labeled at the top with “Dup 1” and

2) that all valid marks have been transferred from the “original” ballot to the corresponding
“duplicate” ballot.

As explained above, this same numbering scheme is continued for all ballots requiring duplication.
The second “original” ballot to be duplicated is numbered “2” and the “duplicate” ballot is labeled
“Dup 2,” etc.

After the work is verified for accuracy, all “duplicate” ballots are tabulated. All “original” ballots
are placed into a special envelope labeled “Original ballots for which duplicates were made and
tabulated.” The special envelope is sealed into a ballot container along with all other used and
unused ballots following the close of the polls.

PRECINCT RECONCILIATION STEPS: If the total number of ballots tabulated and total number

of voters who were issued a ballot (according to the Poll Book) do not agree, attempt to identify the

reason for the discrepancy. Complete the following steps:

1)

2)

3)

4)

5)

Verify that all absent voter ballots have been processed and tabulated. Verify that the names of
all absent voter’s for whom an application and return envelope were received for processing are
included in the Poll Book total.

Verify that all ballots requiring duplication were removed from the Auxilliary Bin and were
duplicated and tabulated.

Verify if any “envelope” ballots were issued. The number of ballots tabulated will be 1 less than
the number of voters listed in the Poll Book for each “envelope” ballot issued.

Compare the Applications to Vote to the Poll Book.

Physically count the total number of ballots tabulated. (Include the ballots removed from the
main or primary bin and the write-in bin to complete this count.) It is recommended that the
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ballots be counted into stacks of 25. Conduct the count by physically picking up and moving each
ballot into piles while counting out loud. The count should be carried out by teams of two; one
team member will place the ballots into the piles while the second team member visually verifies
the count.

6) Research any discrepancies among the number of ballots counted, the number of names in the
poll book, the number of applications to vote and the number of ballots tabulated as reflected on
the totals tape.

7) Document all steps taken to reconcile the numbers in the Remarks section of the Poll Book.

BALLOT CONTAINER SEALING PROCEDURES: All ballot containers used to transport and

store voted and unvoted ballots must be properly sealed after the polls close. The proper procedures
for sealing ballot containers will vary depending upon the type of seal being used. Note: The Bureau
of Elections has developed a video training segment that demonstrates the proper (and improper)
procedures for sealing some of the most commonly-used ballot containers. These videos can be
accessed at the Bureau of Elections web site at www.michigan.gov/elections; under “Information for
Election Administrators”; Election Day Management Training Videos.

The following provides an overview of the various procedures which may be employed. Please note
that regardless of the type of seal used, a certificate containing 1) the number on the seal used to seal
the container 2) the signatures of the two election officials (with different political party preferences)
that sealed the container and witnessed the sealing and 3) the date upon which the seal was affixed to
the container must be inserted into a plastic sleeve and affixed to the container using an official seal.

The serial number appearing on the seal used to secure the ballot container must be recorded in three
places: 1) the Poll Book (Election Inspectors Certificate), 2) on the Statement of Votes, and 3) on the
Ballot Container Certificate.

Every precinct must be staffed with at least two election inspectors (one Republican; one Democrat)

who have been fully trained on the use of election seals and are prepared to ensure that all ballot
containers are properly sealed after the polls close.
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If a two-sided ballot container is used to store the ballots, both sides must be properly sealed and both
seals must be properly recorded. (Here it merits emphasis that the “back door” must be permanently
sealed and a completed Ballot Container Certificate bearing 1) the seal serial number 2) the signatures
of the election officials who sealed the “back door” and 3) the date the “back door” was sealed must
be affixed to the permanent seal. It is the responsibility of the city or township clerk to ensure that the
“back door” is permanently sealed prior to the election. Ballot containers with dual openings that are
not sealed according to the following instructions may not be used.

Sealing the “back door” in accordance with these procedures will help to ensure that your precincts
will be recountable in the event of an election recount. Following these procedures will also eliminate
the need for your election inspectors to record the “back door” seal number in the Poll Book and
Statement of Votes at the close of the polls and allow them to give their full attention to sealing and
documenting the “front door” seal as required by law.

While some election officials tell us that they maintain a record of the seals used to seal the “back
door,” producing such records at recounts can be problematic as these records are often times lost as
administrations change. In addition, unless the office record is attested to by two election officials and
dated prior to the election in question, the record itself can be challenged.

If a tabulator ballot receptacle is used to store the ballots, the top of the receptacle must be sealed
with a security lid and any doors which provide access to the receptacle must be sealed even if the
doors can be locked with a key. All seals must be properly recorded. (As noted above, a tabulator
ballot receptacle cannot be used to store ballots unless it passed a ballot container inspection carried
out by the Board of County Canvassers. Tabulator ballot receptacles which do not carry a current
ballot container approval sticker may not be used to secure ballots.
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ELECTION OFFICIALS’ MANUAL

Michigan Bureau of Elections
Chapter 12, Updated January 2014

Approved Seals

Coated Wire Easy Twist
Chamber
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Padlock

Flat Metal with Horseshoe

Pull Tite — 11.75"

NOTE: Traditional canvass ballot bags are not approved for the storage and security of ballots under
the 30-day post election State security period as required under the provisions of Michigan election
law. In the event of a recount, ballots that are secured in a ballot bag alone may not be recounted.

PROPER USE OF ELECTION SEALS

Flat Metal Seals: Close and lock the container. Insert a horseshoe seal adaptor through the metal
hasp. Insert the tip of the metal seal through both sides of the horseshoe adaptor. Next, insert the tip
of the seal through the grommet on the plastic sleeve. Insert the tip of the seal into the metal ball
applying force until the seal is fully seated.

Pull-Tite Seals: Close and lock the container. Insert the pull-tite seal through the metal hasp on the
container. The use of a horseshoe adaptor is not required. Insert the tip of the seal through the
grommet on the plastic sleeve. Insert the tip of the seal into the opening at the opposite
end. Continue pulling the tip of the seal through the opening to ensure a snug fit.
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Padlock Seals (wire and plastic seal): Close and lock the container. Insert the tip of the seal through
the hasp on the container. Insert the tip of the seal into the opening at the top of the plastic applying
force until the seal is fully seated.

Programs: Programs removed from optical scan tabulators must be sealed in an approved ballot
container. Programs cannot be erased or transferred to another electronic medium for extended
retention until clearance is received from the Department of State’s Bureau of Elections.

ESTABLISHMENT AND USE OF RECEIVING BOARDS MANDATORY: Michigan election

law, MCL 168.679a, provides that the Election Commission of a city or township shall, by resolution,
approve the establishment of one or more “receiving boards” to administer any upcoming election
scheduled in the jurisdiction.

When established, receiving boards are responsible for ensuring that 1) all ballot containers delivered
to the clerk’s office after the polls close are properly sealed 2) all seal numbers are properly recorded
and 3) that the number of names entered in the poll book balances with the number of ballots counted
in the precinct as shown on the statement of returns.

Appointment Process: If the establishment of one or more “receiving boards” is approved by the
jurisdiction’s legislative body, the local election commission must appoint at least two election
inspectors to each board. When making the appointments, the election commission must appoint an
equal number of election inspectors from each of the two major political parties in the state.

Delivery of Materials to Receiving Board: At the close of the polls, two election inspectors
representing each of the two major political parties are required to deliver to the appropriate receiving
board the precinct’s sealed ballot container containing the voted ballots and sealed envelopes
containing the canvassing documents (Poll Book and Statement of Votes) addressed to the county
clerk, board of county canvassers, and local clerk.

Receiving Board Procedures: Upon the delivery of the ballot container and sealed canvassing

documents, the receiving board is authorized to open the sealed envelopes and review the Poll Book
and Statement of Votes to verify the following:
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1) The ballot container is properly sealed and that the seal number is properly recorded in the Poll
Book and Statement of Votes.

e If not properly sealed or recorded, the receiving board and the 2 inspectors who made the
delivery shall together take the necessary steps to correct the discrepancy.

e The inspectors and receiving board members shall note the discrepancy and the corrective
action taken in the Remarks section of the Poll Book and shall sign the notation.

2) The number of voters according to the Poll Book equals the total number of ballots tabulated
according to the Statement of Votes.

e [f the number of voters does not equal the number of ballots counted and the
discrepancy is not explained in the remarks section, the receiving board shall:
o Question the inspectors regarding the discrepancy.
o Note the explanation in the remarks section.
o The inspectors and receiving board members shall sign the notation.
3) The Poll Book or Statement of Votes are inadvertently sealed in the ballot container, the

following steps must be taken: (NOTE: Ballot containers may not be opened for any other
reason.)

e The inspectors may open the container and remove the Poll Book or Statements of Votes.

e The inspectors and receiving board members shall note the corrective action in the remarks
section and shall immediately sign the notation (before placing the Poll Book or Statements
of Votes into a separate sealed envelope).

¢ |f the Statement of Votes is sealed in the ballot container and the Poll Book is sealed in an
envelope, the notation is made in the Poll Book before placing the Poll Book and Statement
of Votes into a separate envelope.

e The receiving board shall notify the clerk of the board of canvassers (County Clerk) of the
corrective action taken.
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4) After completing the above, the receiving board shall place the Poll Book and Statement of
Votes into the appropriate envelopes, which are then sealed with a red paper seal that is
initialed by the receiving board members.

If permitted by the County Clerk, the Poll Book and Statements of Votes for more than one

precinct may be included and delivered in a single envelope.

NOTE: A standardized Receiving Board checklist form is included in Appendix I.
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